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Setting Up and Managing Your CTIMS Account

This user manual will take you through the steps to create and manage your CTIMS account.

Help and Troubleshooting

If you do not have an account in CTIMS or having trouble with the navigation or software, send an e-mail
to CTIMSSupport@careertech.ok.gov describing your problem. Be sure to include your name, school
name and a telephone number in the event we need to call you.

If you have forgotten your password, click the Forgot your password? link at the login screen to reset
your password. You will be asked to enter in your email address and receive an email to start the
password reset process.

You have 5 attempts to enter a password. After the last attempt, you will be locked out of CTIMS and
will have to contact CTIMSSupport@careertech.ok.gov to reset your account.

CTIMS Customer Support Contact
Andra Beyer

Phone: 405-743-5134
CTIMSSupport@careertech.ok.gov
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Setting up your Account

There are two important things to remember when setting up your account:
1. Use Internet Explorer, version 11 or higher as your browser.
2. Set aside 5 minutes to completely create the account, without interruptions. Otherwise, you
will need to contact us to reset the account setup.

To establish a new account, contact the Information Management Division at
ctimssupport@careertech.ok.gov or 405-743-5134.

Step 1: You will receive an email from ctims@careertech.ok.gov. Confirm your account by clicking on
the highlighted here.

ctims@careertech.ok.gov

Welcome to Career Tech Information Management System (CTIMS)
To

Welcome to CareerTech Information Management System (CTIMS).
Please confirm your account by clicking here.
(Note: You must use Internet Explover version 11.0 or higher)

Thank you,
CareerTech Information Management Division

Step 2: You will be redirected to the screen shown below. Click on the Continue button.

Oklahoma Department of Career and Technology Education

Confirm Email

Thank you for confirming your email. Please click on continue button to complete the process to setup your CareerTech account:  Continue..

© 2016 - Use the Microsoft Internet Explorer Version 11 or higher. CTIMS is currently not compatible with other browsers
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Step 3: Select and answer three security questions. Click the Next button.

Oklahoma Department of Career and Technology Education

Setup User Security Question Screen

+ Please select and answer three security questions.
+ Click on the Next button fo continue

Select Security Question 1 v
Select Security Question 2 v
Select Security Question 3 v @ Next

© 2016 - Use the Microsoft Internet Explorer Version 11 or higher. CTIMS is currently not compatible with other browsers.

Step 4: Type your school’s primary 10 digit phone number then click the Next button. After this step,
you willreceive another email that contains your temporary pin/verification code. Do not close this
screen. Go to your email to get your Pin/Verification Code, then come back to this screen.

Oklahoma Department of Career and Technology Education

Confirm User Phone Number

Enter the ten digit phone number associated to your user account (i.e. 4051112222)

Hint: The last 4 digits of your account phone number is: XXOKX2000

() Next

©2016 - Use the Microsoft Intemnet Explorer Version 11 or higher. CTIMS is currently not compatible with other browsers

Step 5: Enter the Pin/Verification Code from your email. Click the Submit button.

Note: You must complete this step within 5 minutes of receiving the email or the Pin/Verification Code
will expire.

Oklahoma Department of Career and Technology Education

Confirm User Pin Number

An email has been sent to you containing the temporary PIN number to be entered below.
The six digits of the phone number you provided is: OO 2000

PIN Number: @ Submit

© 2016 - Use the Microsoft Internet Explorer Version 11 or higher. CTIMS is currently not compatible with other browsers



Step 6: Enter a password, confirm the password and click on Submit.

Note: Password characteristic requirements are listed at the bottom of the screen.

Oklahoma Department of Career and Technology Education

Setup Password

New Password:
Confirm Mew password:

Submn

A password must be between 6 and 14 characters in length and must contain each of the 4 following character types:
Alower case leller (abod, )

An upper case lefter (ABC.D. )

A number. { 1,2,34,5, )

Aspecial characler. # S % & N 1@ + .,

O 2016 - Use the Microsoft Inlernet Explorer Version 11 or higher CTIMS is not with other

Step 7: The CTIMS Sign in Screen appears. Sign in with your school email and the password you
created.

Oklahoma Department of Career and Technology Education

CTIMS Sign in

Use a CareerTech account to sign in.

careervech -

Password:

] Remember me? Sign in

Forgot your password?

© 2016 - Use the Microsoft Internet Explorer Version 11 or higher. CTIMS is currently not compatible with other browsers,



How to Change Your Password

Step 1: If you need to change your password, login to the CTIMS system as usual. Click on your name in
theupper right corner. A dropdown menu will appear with the option to Change Password.

Thursday, May 06 AM | Hetln - YourNamedschooledu

Oklahoma Department of Career and Technology Education
Change Password £

User Profile ot

@ T Emoimen
i Satary and Scheduiing

Sign oul G
@ HiRepons

Mame Okiahoma Depantment of Career and Technology Education

Shord Name ODCTE
Organization Code BOI000000
Organization Type DDCTE District
Qnganization Status Active

Wabsite

Step 2: Put in your current password. Next, put in a new password following the password characteristic
requirements listed. Input the password again to confirm. Select the Change Password button.

Tramsday, May 4, 2017 554 AM | Helio YoorMomeSEhchool edu

Oklahoma Department of Career and Technology Education
Comprehensive School Teacher

# I Ensoument
& Dsalary ana Schesuing

sy Change Passwaord
# U Reports

Currant password®
New password*

Confirm new password®

Change passward

A password must De between 6 and 14 characlers m kengih and 3 of he filewing chimacen lypes
Abwer case lefter {ab.cd. )

An upper case letter (ABCD, )

Anumber. { 1.2345,..)

*| Aspecialcharacter #$ % & N 1@ + ..

Step 3: You will get this screen that confirms your password was changed. Click here to log in will take
you back to the Sign in page to sign in with your new password.

Oklahoma Department of Career and Technology Education

Reset Password Confirmation

Your password has been reset. Please click here to log in.

© 2016 - Use the Microsoft Internet Explorer Version 11 or higher. CTIMS is currently not compatible with other browsers



How to Sign Out of the System

To sign out of the CTIMS system, click on your name in the upper right corner. A dropdown menu will
appear with the option to Sign Out.

Thairsdiay, May 4, 2017 10:02 AM | Hello YourMamesschool.edu
Oklahoma Department of Career and Technology Education
q¥ Change Password £

Comprenensive £
Darshboard

& User Profile ol
(R Freid Details Sign out &
Ll P Ckiahama Depanment of Career and Technalogy Educanan

Shon Name ODCTE

Crganization Code E0I000000

Organization Type QDCTE Destrict

Forgot Login Password

If you forgot your password, click on Forgot your password? link on the sign inscreen. The process will
be similar to the set up process in the preceding section.

Note: You have 5 attempts to try your password before your account is locked. If your account
becomes locked, email CTIMSSupport@careertech.ok.gov and ask that your account be reset.

Oklahoma Department of Career and Technology Education

CTIMS Sign in

Use a CareerTech account to sign in.

careervech — (]

Password: sssssssssssssses

[IRemember me? Signin

Forgot your password?
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Sign in to CTIMS Application

To access CTIMS, go to https://www.okcareertech.org and select CTIMS in the red bar at the top of the
page.

Theme: Adaptive ¥ CTIMS  Web Apps | Brand Center Help ODCTE Staff Login

Powering Oklahoma's Ecop6my Geachse oy

[ only in current section

News Events  Students Educators  Business” (ndustry  Technology Centers | Products  Contact

This will direct you to the CTIMS main web page. Here you will find the various applications in CTIMS
with links to guidebooks, rules and regulations, contacts and due dates. Select the green CTIMS Login
button to be directed to the login screen.

Students Educators

CTIMS (CareerTech Information Management System)

CTIMS Login and Assistance

» Click hare 1o login to CTIMS: W

« Satting up yeur CTIMS Account
+ For Help with CTIMS, comtact the Information Management Division af 405-743-5125 or email

| i CTIMSSupportiglcarsertech.ok.gov

Genoral Public
. Forgot Your Password? ABE (Adult and Basic Education) Grant
| - Technical Guidebook (Coming Soan)

Comact Us
| * Rules and Regulations (Coming Scon)

+ Conacts

Carl Perkins (FLA) Grant
+ Technical Guidebonk
+ Vigeo Tutorials
+ Resources

- Contacts

Type in your school email address. Type in your password. Click the Sign in button. If you want the
system to remember your Sign in credentials, click on the Remember me? button.

Oklahoma Department of Career and Technology Education

CTIMS Sign in

Use a CareerTech account to sign in.

careervech

Password:

[]Remember me? Sign in

Forgot your password?


https://www.okcareertech.org/

Below is an example of your Landing screen. This page is called the Dashboard and displays summary
information used to set up your account. The navigation bar is on the left and displays which folders are
accessible based on yourrole. Your role is listed in the top right hand corner of the screen.

If you have multiple roles at your school, you may have more than one role in the system. If you do,
you will need to change the role to correspond to the task you are performing.

To access the navigation on the left, click on the +(plus) sign to the right of the folder name to access
options within that folder.

- . Thursday, May 4, 2017 10.56 AM | Hello "y aurianaaschosl sdu
Oklahoma Department of Career and Technology Education wriiaave o

Comprenensive Schoot Teacher

Dashboard
] Detaits
Narme o Careet and Education
Short Name ODCTE
Organization Code BOIDOC000
Organization Type ODCTE District
Crganization Status Active

Website
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Email Type
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